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1.0 INTRODUCTION  

 
Western Health and Social Care Trust recognises that the opportunity to work flexibly can 
greatly improve the ability of staff to balance work and home responsibilities.  This in turn 
benefits the Trust as it enables it to retain skilled staff and to reduce recruitment costs by 
enabling employees to undertake their existing post differently.  The Trust has in place a 
number of arrangements that offer a range of ways to seek amendment to a Contract of 
Employment to accommodate flexible working for all staff.  These arrangements are in 
accordance with HSC Terms and Conditions of Service and therefore apply to all 
employees of the Trust including Medical and Dental staff.   
 
These arrangements supersede any legacy Trust arrangements for flexible working, job 
sharing and unpaid leave.   
 
1.1 ARRANGEMENTS  

 
The Trust’s formal Flexible Working Arrangements include the following:-  
 

 Flexible Working Arrangements (see Section A) 

 Employment Break (see Section B) 

 Job Share (see Section C) 

 Unpaid Leave (see Section D) 
 
Employees who wish to request a change of location should access the Trust’s Voluntary 
Transfer Arrangements as appropriate. 

 
The following details an introduction of the arrangements covered in the following 
sections:- 
 
Section A - Flexible Working Arrangements 
The Trust’s Flexible Working Arrangements are in accordance with Section 34 of the 
Agenda for Change Terms and Conditions of Service Handbook.   These arrangements 
are to allow employees to balance work responsibilities with other aspects of their lives 
whilst taking into consideration the needs of the service. 
 
Section B - Employment Break Scheme 
The Trust’s Employment Break Scheme is in accordance with Section 36 of the Agenda 
for Change Terms and Conditions of Service Handbook. It has been customized for ease 
of reference and placed in the context of the administrative and operational requirements 
of the Trust. 
 
This scheme provides employees with the opportunity for unpaid leave for a longer 
duration than that provided for by other arrangements. This scheme should be viewed in 
the context of other schemes which are available particularly those relating to flexible 
working, balancing work and personal life, and provisions for carers as part of the 
commitment by the Trust. This scheme also aims to attract and retain the experience of 
staff consistent with the NHS/HPSS commitment to the provision of high quality health 
and social care. 
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Section C – Job Share Scheme 
The Trust’s Job Share Scheme is in accordance with the Agenda for Change NHS Terms 
and Conditions of Service Handbook.   
 
Job sharing occurs when the duties of a full-time/part-time post are divided between two 
or more people.  These people also share the responsibilities of the total job with the 
terms and conditions of service being divided proportionately on the basis of the hours 
worked.   
 
Section D - Unpaid Leave Scheme 
The Trust’s Unpaid Leave Scheme has been in operation for the past few years in the 
legacy Trusts.  Employees applied through the following policies/procedures: 
 

 Foyle HSS Trust:   Unpaid Leave Scheme 

 Sperrin Lakeland HSC Trust: Variable Working Arrangements 

 Altnagevlin Hospital Trust:  Flexible Working Policy 
 
All parties recognise that while the requirements of employees are important, they must 
be set in the context of the needs of the Trust. 
 
 
1.2 MANAGEMENT RESPONSIBILITIES 

 
Managers should ensure that in complying with these arrangements they adhere to 
timeframes, where they exist, in considering a request and making their decision.  This 
includes meeting with the employee to discuss their request at which the employee is 
entitled to be accompanied by their trade union representative and/or Trust colleague.  
Failure to do so may result in financial penalty. 
 
The manager must also ensure appropriate notification of any contractual changes by 
Notification of Change (NOC). 
 
All records of applications and decisions should be kept in accordance with the 
DHSSPSNI Good Management Good Records Disposal Schedule. 
 
 
1.3 QUERIES  

 
Any queries on the application of this procedure should be referred to Terms & 
Conditions, Human Resources Department, Tyrone & Fermanagh Hospital, Omagh. 
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1.4 EQUAL OPPORTUNITIES/HUMAN RIGHTS 

 
As an equal opportunity employer, the Trust will seek to promote equality in these 
arrangements irrespective of the person’s gender, marital status, perceived religious 
affiliation, political opinion, race, ethnic origin, disability, age or sexual orientation whilst 
at the same time being conscious of the need to provide an effective and efficient 
service. In pursuance of this objective managers should ensure they apply fairness and 
consistency to all decisions within their department. 
 
These provisions have been developed within the context of Equality and Human 
Rights statutory obligations and requirements.  The Western Health and Social Care 

Trust’s Equality and Human Rights statutory obligations have been considered during 

its development with the policy having undergone equality screening. 
 
 
1.5     REVIEW 
 
The Flexible Working Arrangements have been shared with TU Side for discussion and 
review as part of the consultation process.  They will be monitored and reviewed at 
regular intervals in consultation with the recognised Trade Unions collectively through the 
Trust’s Joint Forum.    
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2.0 SECTION A - FLEXIBLE WORKING ARRANGEMENTS 

 
The Flexible Working Regulations (NI) 2002 and 2007 give the right for parents of young 
and disabled children to apply to work flexibly and also covers carers of adults.  This 
requires employers to give requests serious and full consideration. 
 
It is the Trust’s intention to extend these arrangements to all staff.  However, in situations 
where decisions have to be made between applicants, the Trust may decide to give 
priority to those staff who have a statutory right as outlined in the eligibility definition of 
parent and carer. 
 
Applications made under this procedure which are accepted will normally result in a 
permanent change to the employee’s contract.  This condition however does not apply 
to employees where agreement has been given to temporarily work flexibly under the 
schemes at 1.1 or where a trial period has been expressly agreed by a senior manager 
e.g. Head of Service or Head of Department.  A trial period will be no longer than 6 
months and will be agreed between an employee and their manager prior to any 
permanent contractual change. 
 
2.1 ELIGIBILITY 
 
While these arrangements do not specifically exclude temporary staff, the Trust may take 
account of the duration and reason for a fixed term contract when considering a request.  
 
To be eligible to apply, an employee must meet the following criteria: 
 

 Have 26 weeks’ continuous service with the Trust. 
 

 Have only made one application every 12 months under this scheme.  This applies 
even if a second request is made for a different caring responsibility, the 12 
months runs from the date of the first application. 
  

The statutory eligibility criteria may be applied to employees in situations where decisions 
have to be made between applicants as follows:- 

 

 Has or is expected to have parental responsibility of a child aged 16 or under or a 
disabled child under 18 who receives Disability Living Allowance.  

 

 Has (or expects to have) responsibility for the care of an adult and meets the 
definition at 2.1.2  below 

 
2.1.1 Definition of Parents under the legislation: 
 

 The mother, father, adopter, guardian, special guardian, foster parent or private 
foster carer of the child or a person who has been granted a residence order in 
respect of a child. 

 Married to, or the partner or civil partner of, the child's mother, father, adopter, 
guardian, special guardian, foster parent or private foster carer or person who has 
been granted a residence order in respect of a child.  

 
 



 

Page 5 of 30 
Flexible Working Arrangements 

 

 
2.1.2 Definition of Carers under legislation is: 
 

 A spouse, partner, civil partner, relative or an adult who although not related, lives 
at the same address. 
 

Relative:- This definition covers parents, parents-in-law, guardian, adult child, adopted 
adult child, siblings (including those who are in-laws), uncles, aunts, grandparents or 
step-relatives, adoptive relationships and half-blood relatives. 

 
 
2.2 CIRCUMSTANCES IN WHICH AN APPLICATION CAN BE MADE 
 
Generally an application can be made for any purpose which helps an employee to 
achieve a better work-life balance, which could include an increase or decrease to their 
contracted hours.  An application may not however be made for the purpose of taking up 
other paid employment.   
 
All posts may be considered for flexible working.  Employees must make their application 
in writing and managers will give careful consideration to such requests.  Where requests 
cannot be approved consideration can be given to other alternatives which may meet the 
requirements of the individual and the Trust.   Objective justified reasons must be 
identified to demonstrate why an arrangement cannot be accommodated. 
 
The following are examples of arrangements to working flexibly, which is not an 
exhaustive list:- 
 

 Change in contracted hours by decreasing or increasing hours. 

 Part-time working - where an employee works to a pattern and number of hours by 
mutual agreement. 

 Term time - where employees work during the school term but not during school 
holidays. 

 
 

2.3 PROCESS FOR CONSIDERING APPLICATIONS 
 
The following process will be applied for all applications under the Flexible Working 
Arrangements Scheme.   Applications for any of the schemes listed at paragraph 1.1 
should be made on the application form section appropriate to that scheme.  
 
An employee’s application will be considered in accordance with the appropriate 
procedure and refused only where there is a business reason for doing so. 

 
2.3.1 Employees should ensure that:- 
 

 Applications must be made in writing on the Application Form for Flexible Working 
(see Appendix 3). 

 

 They stipulate if they have previously made an application under these 
arrangements and if so, when. 
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 Their application is valid by checking that they meet the eligibility criteria and have 
provided all the necessary information. 

 

 The application must confirm the employee’s relationship to the child or adult 
where appropriate. 

 

 The flexible working pattern applied for must be clearly described and the 
employee must provide an explanation of what effect, if any, the proposed change 
will have on their department and how they consider this might be dealt with to 
meet the business needs of the Trust.  

 

 They identify the date they wish the arrangement to commence.  
 

 They attend scheduled meetings for the purpose of discussing their application 
at which they are entitled to be accompanied by a trade union representative or 
work colleague. 

 

 They are prepared to be flexible and open-minded with a view to reaching a 
mutually acceptable agreement with the Trust. 

 

 Any Appeal against a decision to refuse an application must be submitted in 
writing to the Director of Human Resources. 

 
 
2.3.2 Head of Department should ensure:- 
 

 That the application is in accordance with the procedure. 
 

 Ensure that time limits are adhered to and where this is not possible seek the 
employee’s agreement to extend timescales to consider the application.  Any 
variation to the procedure is agreed with the employee and recorded.  

 

 That they have a meeting with the employee:- 
 

- The employee is notified of arrangements for their meeting to be held within 
28 days of receipt of application and offered the right to be accompanied at 
the meeting by trade union representative or fellow colleague. This should be 
confirmed in writing. (If the representative is unable to attend, an alternative 
date will be offered within 7 working days of the original date.)   

 
- The meeting will provide an opportunity to fully discuss the needs of both 

parties and how the request might be accommodated.   
 
- If the original request cannot be accommodated the meeting will provide the 

opportunity to explore alternatives.  
 

 It may be in the interests of both parties to agree a trial period of no longer than 6 
months to test the feasibility of a proposed permanent arrangement. 

 

 That a request is only refused where there is a recognised business reason which is 
communicated in writing to the employee.  
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2.3.3 The Decision:- 
 

 The manager will inform the employee of their decision in writing within 14 days of 
the date of the meeting. 

 

 If the request is accepted, the decision will include a description of the new 
working pattern and the date on which it will come into effect.   If a trial period is 
agreed, the date of review will be confirmed. 

 

 Where a change affects the employee’s contract and pay arrangements, the Head 
of Department must ensure that they complete the appropriate NOC, attaching the 
decision letter and ensure this is also sent to Terms & Conditions, Human 
Resources Department, Tyrone & Fermanagh Hospital, Omagh. 

 

 If the request is refused the decision will state the business reason for refusal, 
provide an explanation as to why this applies and give details of the employee’s 
right to appeal. 

 
2.3.4 Appeal  
 

 An employee who wishes to appeal the decision must do so within 14 days after 
receipt of their decision to the Director of Human Resources.   The appeal request 
must be made in writing setting out the grounds for appeal and will be regarded as 
a Stage 2 of Trust’s Grievance Procedure.   

 

 The Stage 2 hearing will be held within the Grievance Procedure timeframes.    
 

 A written decision constitutes the Trust’s final decision and is the end of the formal 
procedure.   

 

 Records of all applications and decisions must be retained.  
 
2.3.5 Treating an application as withdrawn 
 
An application may be treated as withdrawn for the following reasons: 
 

 The employee decides to withdraw their application. 

 The employee fails to attend two meetings without reasonable cause. 

 The employee unreasonably refuses to provide the manager with the required 
information. 

 
 
2.4 ACCEPTING OR REJECTING REQUESTS 

 
The Trust expects that managers will approach all requests for flexible working with a 
view to achieving a solution whilst it is recognised that any changes must not be to the 
detriment of service provision or incur additional costs.  Similarly, employees are 
expected to make reasonable requests and be willing to compromise when necessary. 
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In the event of a request being rejected, the Head of Department will be required to 
demonstrate why they cannot meet the request.  In the event of a Head of Department 
anticipating that a request cannot be accommodated for business reasons they should 
contact Terms and Conditions, Human Resources, Tyrone & Fermanagh Hospital, 
Omagh for advice to ensure all options have been considered. 

 
The Trust is only able to refuse applications where there is a business reason(s) which 
fall within the range of definitions provided in legislation: 

 planned structural changes  

 the burden of additional costs  

 a detrimental impact on quality  

 the inability to recruit additional staff  

 a detrimental impact on performance  

 the inability to reorganise work among existing staff  

 a detrimental effect on ability to meet customer demand  

 lack of work during the periods the employee proposes to work. 
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3.0 SECTION B - EMPLOYMENT BREAK  
 
3.1  PURPOSE 
 
The main reasons for which an employee can seek to have an Employment Break are as 
follows: 

 

 Childcare responsibility 

 Eldercare or care for another dependant 

 Training or study leave 

 Work abroad 

 Other reasons identified by an employee will be considered on their merits 
 

Employees on an Employment Break will not normally be allowed to take up paid 
employment with another employer except where, for example, work overseas or 
charitable work could broaden experience.  In such circumstances written authority from 
the Trust will be necessary. 

 
Other short periods of employment may be permitted in circumstances where this is 
essential to maintaining professional registration. 

 
The decision to approve the duration of an Employment Break should balance both the 
needs of the employee with the needs of the service. 
 
3.2 ELIGIBILITY 
 
The Scheme applies to all employees who have a minimum of twelve months continuous 
service with the Trust. 

 
Whilst these arrangements do not specifically exclude temporary employees the Trust 
will take account of the duration of a temporary contract in deciding on the eligibility of the 
request.   Employment Breaks will not extend beyond the duration of the existing 
temporary contract. 

 
 3.3  DURATION AND NUMBER OF EMPLOYMENT BREAKS 
 
Employment Breaks with the Trust are available for the following durations:- 

 

 The minimum period of an Employment Break available to an individual      
employee is three months. (Any period less than 12 weeks should be considered 
under the eligibility for unpaid leave) 

 

 The maximum total aggregated period of an employment break available to an   
individual employee is five years. 
 

Employment breaks can be taken either as a single period or as more than one period. 
 

An employee who wishes to extend an agreed Employment Break can seek to do so by 
applying in writing one month prior to end of the break.    
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An employee who wishes to shorten their existing Employment Break must provide 
appropriate notice requesting an early return from the break. (See paragraph 3.7.) 
 
3.4 APPLICATION PROCESS 
 
Applications must be submitted in writing normally giving a minimum of two months’ 
notice, and are subject to an agreement between the employer and applicant before the 
Employment Break begins.  

 
Applications must be made to the line manager on the appropriate application form at 
Appendix 3 and then forwarded to the Head of Department. The application form should 
clearly state the purpose of the Employment Break and the duration of time for which it is 
being sought. 

 
3.4.1 Meeting with Manager 
 

 As part of the application process there should be a meeting with the manager and 
the employee to discuss the request for an employment break.  

 

 The employee is entitled to be accompanied by their trade union representative or 
a colleague at this meeting. The Head of Department may also be involved in the 
meetings, where appropriate. 

 

 In deciding the date on which an Employment Break commences the line manager 
will take into consideration the circumstances of the application and the likely time 
scale in filling the vacancy. 
 

3.4.2  Appeal of Decision 
 

 Applicants will be entitled to a written reason for the refusal of any application or a 
refusal of any extension. 

 

 Applicants may appeal a decision to refuse their Employment Break request or to 
decline an extension of an existing break.  An employee who wishes to appeal the 
decision must do so within 14 days after receipt of their decision to the Director of 
Human Resources.   The appeal request must be made in writing setting out the 
grounds for appeal and will be regarded as a Stage 2 of Trust’s Grievance 
Procedure.   

 

 The Stage 2 hearing will be held within the Grievance Procedure timeframes.   A 
written decision constitutes the Trust’s final decision and is the end of the formal 
procedure.   

 

 In the case of appeals concerning an extension request consideration can be 
given to a short term extension of the Employment Break pending the outcome of 
the Grievance decision.    

 

 A written decision of the appeal constitutes the Trust’s final decision and is the end 
of the formal procedure. 

 

 Records of all applications and decisions must be retained.  
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3.5 OTHER CONDITIONS 
 
3.5.1 Contractual conditions & conduct during an Employment Break 

 
Employment Breaks are not a resignation from employment with the Trust although there 
will be a change to the Contract of Employment which will be held in abeyance. 

 
The normal standards of conduct apply to an employee during an Employment Break as 
specified in the employee’s Contract of Employment.  This also includes the requirement 
for employees to advise the Trust if they are charged or convicted of a criminal offence. 
 
3.5.2 Financial Arrangements 

 
Any outstanding arrangements such as lump sum payments in connection with car 
allowances, car-loans, leasing of official vehicles, excess rent allowance, etc. will need to 
be clarified before final agreement can be given to a request for an Employment Break.  
The employee should ensure that they have undertaken this with their manager and 
relevant departments. 

 
3.5.3 Forwarding Address 

 
Employees on an Employment Break must provide their line manager and the Terms and 
Conditions Department, Tyrone and Fermanagh Hospital, Omagh, with a forwarding 
address. 

 
3.5.4 Professional Registration 

 
It is the responsibility of the employee to keep up to date with their relevant professional 
registration requirements including attendance at specified training courses and 
conferences and to avail of any assistance the employer may give in support of this 
requirement.  The employee must ensure they have the relevant professional registration 
on return from an Employment Break and the Trust may seek confirmation from the 
regulatory body. 
  
3.5.5  Continuity of Service 

 
The period of an Employment Break will count toward continuous employment for 
statutory purposes including the application of the existing redundancy provisions.  This 
will be in accordance with Agenda for Change provisions.     
 
Any returner days will also count as reckonable service. 

 
Other terms and conditions of service provisions dependent upon length of service are 
suspended for the period of the Employment Break i.e. pensions, contractual redundancy 
payment; leave entitlements etc. (See Section 12 of Agenda for Change Terms and 
Conditions of Service Handbook)    

 
Any period of special leave without pay including that of an Employment Break will not 
count for superannuation purposes; therefore employees should consult the Trust’s 
Payroll Office and/or HSC Pensions Branch. 
 

 



 

Page 12 of 30 
Flexible Working Arrangements 

 

 
3.5.6 Annual Leave & Sick Leave 

 
Employees will cease to accrue annual leave during the period of the Employment Break.  
An employee’s annual leave entitlement during a leave year must be recalculated to 
reflect the period where leave does not accrue.  Annual leave must be taken before 
commencing an Employment Break which crosses two leave years to ensure that leave 
is not carried forward from one leave year into another.  (See Appendix 2 Annual and 
Statutory Leave Calulations for periods of unpaid leave). 

 
Employees who are being managed under the Managing Attendance Protocol are 
unlikely to be approved for an Employment Break.     
 
Where an employee has taken an Employment Break for a duration of a year or more 
their fitness to return to duties will be considered.  This is also in accordance with the 
Trust’s obligations for Tuberculosis (TB). 

 
3.5.7 Social Security Arrangements 
 
It is the responsibility of individual employees taking an Employment Break to contact the 
Department of Health and Social Services through the local Social Security office to 
determine whether they are entitled to any benefits and to check their position with 
regard to National Insurance Contributions. 

 
3.5.8  Statutory Maternity Pay 
 
In the event of a member of staff becoming pregnant during an Employment Break they 
should contact Terms and Conditions, Human Resources, Tyrone & Fermanagh, Omagh 
where their eligibility relating to Occupational and/or Statutory Maternity Pay will be 
assessed. 

 
3.5.9 Applying for Vacancies 
 
Employees will be free to apply for other positions during Employment Breaks. However, 
if successful within the Trust, they would have to accept the post at time of offer and take 
up duties when required. 

 
It is the responsibility of employees to keep themselves informed of job trawl notices 
regarding job opportunities through the normal Trust arrangements whereby staff access 
a copy of the trawl in specified Trust facilities. Please check with the HR Employee 
Resourcing Department which facility is nearest you. 

 
3.6 RETURNER DAYS 
 
Employees on an Employment Break may be required to return to work for a period up to 
a maximum of ten days per year and will be paid for the days worked.  
This arrangement will ensure that the employee is kept abreast of changes and 
developments in the service.  The number of returner days that an employee will be 
required to work will be determined by their Head of Department.  
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3.7 RETURN TO WORK 
 
Where an employee returns to work from an Employment Break:- 

 

 Within one year the same job will be available, as far as is reasonably practicable. 
(This will take into consideration any organisational change process which impacts 
on the post). 

 

 Where the break is more than one year, the employee may return to as similar a 
job as possible.   This will normally be within the directorate which the substantive 
post is linked to and the employee must meet the normal recruitment and selection 
criteria for the post.  

 

 Depending on the nature of post which the employee is returning to, the Trust may 
undertake an enhanced disclosure Access NI check prior to their return.  (This will 
apply to those posts identified as controlled posts under ISA regulations). 

 
The notice periods required from employees returning to work from an Employment 
Break are:- 

 

 One year or less: the employee must contact Terms and Conditions, Human 
Resources Department two months before they are due to return. 

 

 Over one year: the employee must contact Terms and Conditions, Human 
Resources Department six months before they are due to return. 

 
An employee will return to work from an Employment Break on their former incremental 
pay point taking account of any annual salary uplifts in HPSS posts. 

 
Re-induction into work will consider the duration of the break and will be in accordance 
with the Trust’s and professional arrangements for the post. 
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4.0  SECTION C - JOB SHARE 
 
4.1 PURPOSE 

 
Job Sharing occurs when the duties of a full-time/part-time post are divided between two 
or more people.  These people also share the responsibilities of the total job with the 
terms and conditions of services being divided proportionately on the basis of the hours 
worked.   

 
Both parties within a Job Share arrangement may be expected to cover periods when 
their partner is not available such as annual leave given the mutuality of the 
arrangement.  Job Share is therefore not necessarily suitable for those who wish to have 
a reduction in their working hours and have other commitments or for those who wish to 
work full-time hours or undertake promotional arrangements.  

 
The Trust therefore may re-designate Job Share posts as part-time arrangements to 
meet business needs and the exigencies of the service.  

 
 

4.2      OBJECTIVES 
  
The objectives of the Job Sharing arrangement are: 
 

 To enable the Trust to retain the skill and expertise of employees who are no 
longer able/wish to continue in full-time employment. 

 

 To facilitate employees who wish to continue working at the same time as meeting 
other personal commitments.  

 

 To provide new job opportunities in the Trust. 
 

 To provide an opportunity for employees to return to employment within the Trust. 
 

 
4.3 ELIGILIBITY 

  
Only employees who have satisfactorily completed their probationary period (following 
basic training) in their current post may initiate an application to have their post 
considered for the Job Sharing. 

 
Whilst these arrangements do not specifically exclude temporary employees the Trust 
will take account of the duration of a temporary contract in deciding on the eligibility of the 
request.   Job Share arrangements will however not extend beyond the duration of the 
existing temporary contract. 

 
Each application will be considered on its individual merits taking into account the needs 
of the service. 
 
Applications by employees to participate in Job Sharing can be in one of two ways: 
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 Application by a post holder to have the post considered for Job Sharing. (See 4.4 
below) 

 Applications to participate in an advertised Job Share arrangement. (See 4.5  
below) 

 
Employees will be advised of the outcome of their application at the earliest opportunity.  
Where a request has been refused, the employee will have recourse to the Grievance 
Procedure.   
 
 
4.4 APPLICATION BY A POSTHOLDER TO HAVE THE POST CONSIDERED FOR 

JOB SHARING 
 

 An employee interested in participating in a Job Share arrangement should 
complete a Job Share application form (see Appendix 3) and may approach their 
Head of Department in the first instance. 

 

 The Head of Department in consultation with Terms and Conditions, Human 
Resources Department will give consideration to the application and the final 
decision will rest with the Head of Department. 

 

 Where two applications to Job Share are received from employees at the same 
band in the same department consideration will be given to allowing the two Job 
Share applicants to commence Job Sharing in one of the posts. 

 
4.4.1  Appeal of Decision  
 

 An employee who wishes to appeal the decision to enable their post to be a Job 
Share must do so within 14 days after receipt of the notification to the Director of 
Human Resources.   The appeal request must be made in writing setting out the 
grounds for appeal and will be regarded as a Stage 2 of Trust’s Grievance 
Procedure.   

 

 The Stage 2 hearing will be held within the Grievance Procedure timeframes. 
 

 A written decision of the appeal constitutes the Trust’s final decision and is the end 
of the formal procedure. 

 

 Records of all applications and decisions must be retained.  
 

 
4.5 APPLICATION TO PARTICIPATE IN AN ADVERTISED JOB SHARE  

ARRANGEMENT  
 

 Expressions of interests from candidates can be obtained when a Job Share 
vacancy has been approved for recruitment. Candidates must meet the normal 
recruitment and selection criteria for the position.   

 

 If there is more than one candidate then the post will be interviewed. The Job 
Share position should be trawled, from within the department/facility in the first 
instance and thereafter within the relevant directorate.    
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 If this is not appropriate, the Job Share vacancy will be trawled throughout the Trust 
and will be open to employees who meet the essential shortlisting criteria for the 
post and who can work the appropriate hours.  In the event of the trawl not 
producing a successful applicant, the Job Share vacancy would be advertised in the 
normal way. 

 

 Where a Job Share position is trawled/advertised, applicants should complete a 
normal application form and the normal recruitment process will proceed.  

 
4.6 TERMS AND CONDITIONS OF EMPLOYMENT 

 
Each Job Sharer will be issued with an individual Contract of Employment and a Job 
Description which clearly defines the duties and responsibilities of the post. 
 
Terms and conditions of employment which will be applied on a pro-rata basis subject to 
eligibility will include: - 
 

 Salary/Wage 

 Holidays 

 Occupational Sick Pay 

 Maternity Leave 

 Annual/Study Leave 

 Statutory/Public Holidays  
 

(See also paragraphs 4.10 and 4.11 which refer to overtime and car allowance.) 
 

Employees who are interested in a Job Share arrangement should check implications for 
their pension with the Trust’s Payroll Office and/or HSC Pensions Branch. 

 
Where a Job Sharer accepts the offer of a post in a location different from their current 
post, he/she will not be entitled to payment of excess travelling expenses. 

 
The partner who joins the Job Share will be subject to the successful completion of a 
probationary period.  If it is found that the probationary period is not satisfactory this will 
be dealt with in the normal way.  The six month period will enable managers to assess 
the suitability of the arrangement.     

 
If management determine that the Job Sharing initiative has not succeeded, the job will 
revert to a full-time post.  The Job Sharers will be offered the opportunity of returning to 
full-time employment or reasonable alternative Job Share or part-time positions will be 
sought.  The existing Job Share arrangements will continue until alternative 
arrangements are made. 

 
The Job Share partners will make reasonable effort to ensure an equal balance in the 
division of responsibility within the Job Share. 

 
Managers must ensure that Job Shares where necessary work a regular working pattern 
and undertake an appropriate number of common hours to exchange information and 
update each other on work issues. 
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4.7  COVER FOR SHARERS 
 

Where one sharer is unable to work for a reason such as illness or maternity leave, the 
partner may be offered the opportunity to cover the hours of the absent Job Sharer in the 
first instance.  If the partner is unable to cover those hours, management will make the 
most appropriate arrangements to cover the duties of the absent partner. 

 
4.7.1 Partner leaves arrangement 
 
Where one partner leaves the post, the remaining sharer may, at the discretion of 
management, be offered the post on a full-time basis.  If this is not accepted, the Job 
Share vacancy will be filled as detailed in paragraph 4.5.  If it is not possible to recruit to 
the position the post will revert to a full time post and the Job Sharer will be offered the 
opportunity of returning to full-time employment or reasonable alternative Job Share or 
part-time positions will be sought. 

 
 

4.8  TRAINING AND DEVELOPMENT FOR JOB SHARERS 
 
Line Managers should identify the training needs of Job Sharers and take appropriate 
action, in accordance with the normal procedures. 
 
 
4.9 PROMOTION 
 
Job Sharers will be free to compete for promotional posts in the same way as full-time 
employees and will retain no automatic right to their Job Share arrangement. 

 
 

4.10 ADDITIONAL HOURS 
 
When Job Sharers work beyond their contracted Job Share hours payment for extra time 
up to the full time hours of the Band will be at normal rates, or employees may take time 
off in lieu subject to agreement with the line manager.  Only where hours are in excess of 
the normal 37.5 full time hours for the Band will extra hours be paid at overtime rates. 
 
 
4.11 CAR ALLOWANCE 

 
Job Sharers will be assessed with regard to their eligibility for inclusion in the Car Lease 
Scheme in the normal way.  Regular/Essential User status may also be affected and 
must therefore be assessed before agreement to proceed is reached. 
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5.0  SECTION D - UNPAID LEAVE 
 
5.1 ELIGIBILITY 
 
These arrangements apply to all employees with 6 months continuous service at the time 
of application.  This is to enable employees to achieve a better balance between work 
and other commitments.  However, in situations where decisions have to be made 
between applicants, the Trust may decide to give priority to employees who have a 
statutory or terms and conditions right to parental leave i.e. parents of children aged 16 
or under, or disabled children aged under 18. 

 
While these arrangements do not exclude temporary employees, the Trust will take 
account of the duration of a fixed term contract in deciding on the eligibility of a request.   

 
Approval for unpaid leave is conditional upon alternative arrangements being secured 
and the demands of the service. 
 
 
5.2 DURATION OF UNPAID LEAVE 
 

 Employees can apply for up to the maximum of 12 weeks unpaid leave in any 
leave year (i.e. 1 April – 31 March) which can be taken at any time during the year.  
Part-time employees will be entitled to unpaid leave on a pro-rata basis.  Unpaid 
leave requests for 12 weeks or more must be considered under the section on 
Employment Break arrangements.  

 

 Employees are not limited to taking unpaid leave during summer months only.   
 

 Annual Leave will not accrue during the period of unpaid leave.  The employee 
applying for leave in conjunction with their line manager should ensure that their 
annual leave is adjusted on their leave card.   (See Appendix 2 for Annual and 
Statutory Leave adjustments for periods of unpaid leave) 

 

 A proportionate amount of Annual Leave (usually 2 weeks) should be taken in the 
summer months as usual.  This will avoid the need for managers to allocate large 
amounts of annual leave at other times of the year.  However, this will be subject 
to the needs of the service and it may not necessarily precede or follow on from 
any unpaid leave period.  

 

 Employees should recognise that during peak annual leave periods that managers 
will have to give consideration not only to unpaid leave requests but to annual 
leave requests in meeting the exigencies of the service. 

 
 

5.3 GENERAL INFORMATION 
 
 Employees should give consideration to their need for unpaid leave e.g. in some 

cases a small temporary reduction in hours for the period may be more 
appropriate, in others it will be more appropriate to secure cover for a block of 
weeks.  If a reduction in hours is agreed the normal Notification of Change (NOC) 
will be required to be completed.  This is not considered as unpaid leave. 
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 Any employee due to go on maternity leave after a period of unpaid leave should 
check what the implications may be for their Maternity Pay before finally deciding to 
take unpaid leave.   

 
 Employees who receive monthly lump sum payments for mileage as Regular Users 

should be aware that these payments are not payable whilst employees are on 
unpaid leave. 

 
5.4 SUPERANNUATION IMPLICATIONS  
 
Although the amount of unpaid leave taken does not count as a break in superannuable 
service, there is no credit for the period of unpaid leave e.g. If you take a month off on 
unpaid leave, on retirement rather than having 40 years you have 39 years and 11 
months.  Breaks in contributions are recorded by Payroll and notified to the HSC 
Pensions Branch therefore employees who are interested in unpaid leave should check 
their HSC Pension implications. 

 
5.5 APPLICATION PROCESS 
 
Employees who wish to apply for unpaid leave must complete the Unpaid Leave 
Application form in Appendix 3.  

 
Applications must be submitted to the employee’s line manager/Head of Department for 
approval. Records of all of applications and decisions must be retained. 

 
The Terms and Conditions Department does not approve applications but can provide 
advice and will record and monitor uptake. 
  
5.6 SPREADING PAY – CLOSING DATE    
 
Employees may have the option of having their pay spread evenly over the financial year 
(April – March) or to take the period as unpaid.     

 
In order to spread pay employees must ensure that their form is submitted well in 
advance of the closing dates to their line manager/head of department for approval.  Only 
employees who apply for a single block of at least 4 weeks to the maximum 12 weeks 
unpaid leave may have their pay spread over the financial year.  To facilitate this, 
applications must be approved and submitted to the Terms and Conditions Department 
by the last Friday in February.   

 
 

Spreading Pay 
 

Closing Date for receipt of application 

Spreading Pay (4 weeks+ only) Last Friday in February  
 

 
The Terms and Conditions Department cannot process applications after this date, 
therefore if you are making an application to spread pay you must ensure that the form is 
signed by your manager and returned to the Terms and Conditions Department prior to 
the closing date. 
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5.7 NOT SPREADING PAY – CLOSING DATE 
 
Applications for unpaid leave for the months of July and August each year, without 
spreading of pay, must be approved by the line manager/head of department and 
submitted to the Terms and Conditions Department by the last Friday in March.   

 
Employees who do not want to have their pay spread but wish to apply for unpaid leave 
at any time of the year excluding July and August must ensure their application is made 
and considered by their line manager/head of department, at least 4 weeks in advance of 
the date they wish their unpaid leave to commence.  Exceptional circumstances to this 
may be considered. 

 

Not Spreading Pay 
 

Closing Date for receipt of application 

July & August Last Friday in March  

Other times of year 4 weeks in advance of requested leave 

 
The Terms and Conditions Department cannot process applications after these dates. 

 
 

5.8 ACTION TO BE TAKEN BY THE LINE MANAGER 
 
Once an application for unpaid leave has been received, the line manager may use the 
form to note their plan of action in order to fully consider the request.  

 
Where managers have approved applications subject to replacement cover, it is their 
responsibility to liaise with the relevant Terms and Conditions department contact for 
their Directorate to discuss the options available. 

 
Managers should keep the employee updated on whether their application is approved or 
not.   

 
When the manager makes their final decision:- 

  

 The employee’s application form should be completed by the line manager/Head 
of Department. 

 

 The line manager must inform the employee of the outcome of their application, 
giving details of the appeal process if an application has been refused. 

 

 The line manager must adjust annual and statutory leave entitlement. (See 
Appendix 2) 

 

 The completed form should be sent to the Terms and Conditions Department at 
Tyrone & Fermanagh Hospital, Omagh (note the timescales outlined above for 
applications and closing dates). 

 

 While closing dates are for approved applications, all forms even when not 
approved, must be submitted to Terms and Conditions for recording purposes. 
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5.9 APPEAL OF DECISION 

 
Approval for unpaid leave is conditional upon the demands of the service and alternative 
arrangements being secured.  Managers must provide sound business reasons for 
refusal of applications.  

 
If an application is refused an employee has the right to request an appeal of this 
decision. 

 

 The employee must do so within 14 days after receipt of the decision.   The appeal 
request must be made in writing to the Director of Human Resources setting out 
the grounds for appeal and this will be regarded as a Stage 2 of Trust’s Grievance 
Procedure.   

 

 The Stage 2 hearing will be held within the Grievance Procedure timeframes. 
 

 A written notice of the appeal outcome constitutes the Trust’s final decision and is 
the end of the formal procedure.  

 

 Employees and Managers are asked to note the closing dates for applications 
when reviewing decisions.  
 
 

5.10 CHANGES TO APPLICATIONS 
 

Once unpaid leave is approved it is not expected that the decision will be reversed.  
Therefore when an employee has unpaid leave approved and subsequently seeks to 
withdrawn their request, consideration must be given to any alternative cover 
arrangements the manager has put in place in reaching a decision on whether the 
withdrawal can be accepted. 

 
Employees who receive approval to withdraw their application or make changes to their 
request for unpaid leave can expect to wait up to 2 months before their pay is corrected 
as Terms and Conditions and Payroll will require to be notified of the change.  It is the 
employee’s responsibility to inform Terms and Conditions Department of any changes 
affecting their unpaid leave application and to ensure appropriate notification from their 
line manager. 

 
Where a manager in consultation with an employee has to make changes to an 
employee’s application for unpaid leave they must also ensure that Terms and 
Conditions and Payroll are advised immediately and that any decision is confirmed in 
writing. 
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6.0 FORM OF AGREEMENT 
 
The preceding Flexible Working Arrangements has been agreed between Western 
Health and Social Care Trust and recognised Trade Unions with effect from               
12 April 2012. 
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Appendix 1 

                         FLOW CHART FLEXIBLE WORKING         

            
 

 

 

 

 

 

 

 

  

 

 

 

 

 

  

 

  

 

 

  

 

          

 
 
 

 

 

 

 

 
  
 
 
 

 

 

 

 

 

   

 

 

 

 

  

 
 

 

  

 

APPLICATION 
Manager receives an application for flexible working. 

Determines eligibility under appropriate section & ensures all 

necessary information is or has been provided. 

MEETING 
Manager and employee meet to discuss the application 

within timescales. Employee entitled to representation by 

Trade Union /colleague. 

DECISION 
The manager notifies the employee in writing, of the 

decision confirmed. 

 

Department Arrangements 
Both the employee & manager will need to 

consider what arrangements they require 

when the working pattern is changed. 

 

Contract of Employment                   
Changes to be undertaken in liaison with 

Terms and Conditions Department. 

APPEAL 
If the employee wishes to appeal against the decision 

this must be in writing, setting out the grounds for 

their appeal within the timescale. This is considered 

under Stage 2 of Grievance Procedure.    

 

NO APPEAL - This ends the procedure. 

APPEAL HEARING 
When written appeal received - appeal panel facilitated in 

accordance with Stage 2 of Trust’s Grievance Procedure. 

 

When processing the appeal consideration will be given to 

the intended commencement date of the working 

arrangements. 

APPEAL DECISION 
The employee is notified of the decision in writing and 

the conclusion of the Trust’s procedures. 

 

This ends Trust Procedure. 

 

DECISION SENT TO:- 

 
 Terms & Conditions 

 NOC completed by manager 

 Annual leave adjustment if 

applicable 

Apply 

Timescales 

Apply 

Timescales 

REQUEST  

REJECTED 

Apply 

Timescales 

 

Apply 

Timescales 
 

REQUEST 

APPROVED 

APPEAL 

ACCEPTED 

 

 

 

APPEAL  

REJECTED 
APPEAL NOT UPHELD 

End of the Trust’s Internal Procedure. 

DECISION SENT TO:- 

 

 Terms & Conditions 
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 Appendix 2 
 

ANNUAL & STATUTORY LEAVE ENTITLEMENT CALCULATION  
FOR PERIODS OF UNPAID LEAVE   

 
The following table provides examples of leave adjustments which will be reduced on a 
pro-rata basis during periods of unpaid leave.  The table below provides a summary of 
how this will be affected rounded to nearest full day based on full-time hours/1.00 whole 
time equivalent (WTE).  This should be further adjusted accordingly on a pro-rata basis 
for part-time staff.    
 
Queries may be directed to the Terms & Conditions Department, Tyrone & Fermanagh 
Hospital, Omagh.   
 
Leave adjustments should be reflected on the employee’s annual leave card. 
 

Amount of 
Unpaid Leave 

27 days WTE 
Entitlement  

29 Days WTE 
Entitlement 

33 Days WTE 
Entitlement 

10 Days WTE 
Public Holidays 

1 week 26 days 28 days 32 days 10 days 

2 weeks 26 days 28 days 32 days 10 days 

3 weeks 25 days 27 days 31 days 9.5 days 

4 weeks 25 days 27 days 31 days 9.5 days 

5 weeks 24 days 26 days 30 days 9 days 

6 weeks 24 days 26 days 29 days 9 days 

7 weeks 23 days 25 days 28 days 9 days 

8 weeks 23 days 24 days 28 days 8.5 days 

9 weeks 22 days 24 days 27 days 8.5 days 

10 weeks 21 days 23 days 27 days 8.5 days 

11 weeks 21 days 23 days 26 days 8 days 

 
 
Statutory/Public Holidays 
 
Where a Public Holiday falls during the period of Unpaid Leave a full-time employee will 
not receive an additional day to compensate for this.  This also applies to part-time 
employees who should have their allocated public holiday hours entitlement reduced to 
reflect the appropriate reduction in hours.     
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Appendix 3 
 

PART 1      TO BE COMPLETED BY APPLICANT 

1.1       PERSONAL DETAILS 

Name:  Staff Number:  

Band:  Department:  

 

Home Address: 
Telephone No. 
 
 

 Work Address & 
Telephone No. 

 

Current Employment Status:   Temporary / Permanent       (may be required for eligibility) 

 
If Temporary duration of existing Contract:  
1.2 TYPE OF REQUEST    Please circle your request and complete the appropriate section below 

SECTION A  Flexible Working YES/NO 

SECTION  B Employment Break YES/NO 

SECTION C Job Share YES/NO 

SECTION D Unpaid Leave (incl. summer leave) YES/NO 

PART 2    TO BE COMPLETED BY LINE MANAGER/HEAD OF DEPARTMENT  
A meeting and discussion must take place between the applicant and manager regarding the application. 

2.1      Decision by Manager  
* I approve/do not approve this application. (Provide reason) 

 

 

 
Print Name: Signature: Designation:  

 

2.2      Decision by Head of Department  
*I approve/do not approve this application. (Provide reason) 
 
 
 
 

Print Name: Signature: Designation: 
  

I have informed the applicant of the decision and provided them with a copy of this application detailing 
the decision on: (Date) 

Total Number of Days Granted without Pay (if applicable):  

Dates Agreed (if applicable): 

 
Commencement Date: 

Notification of Change completed (if applicable):  YES/NO                        Date:  
 
Line Manager/Head of Department to advise applicant of decision and send a copy of completed application form 
whether approved or not to: Terms & Conditions Department, Tyrone & Fermanagh Hospital, Omagh. 

PART 3 TERMS & CONDITIONS OFFICE USE ONLY 

Signature of HR Officer: 

 
Date Received: 

Copied to relevant departments: Date:                   (Initials) 
 

 

APPLICATION FORM - SUMMARY SHEET 
 



 

Page 26 of 30 
Flexible Working Arrangements 

 

ELIGIBILITY  

I have worked continuously for the Trust for the last 26 weeks. YES/NO 

I have not made a request under this scheme during the past 12 months.   
 
If yes provide date :-      

YES/NO 
      
     /       / 

I have or expect to have responsibility for the care of an adult who is a spouse, 
partner, civil partner, relative or an adult who although not related lives at the same 
or my address. 

 
YES/NO 

I have parental responsibility for a child 16 or under or a disabled child under 18. YES/NO 

Date of Birth of youngest child or children with a disability:      /      / 

Please circle appropriate role below.     I am:- 

 The mother, father, adopter, guardian, special guardian, foster parent or private foster carer 
of the child or a person who has been granted a residence order in respect of a child. 
 

 Married to, or the partner or civil partner of, the child's mother, father, adopter, guardian, 
special guardian, foster parent or private foster carer or person who has been granted a 
residence order in respect of a child.  

I am making this request to help me care for the child. YES/NO 

I am making this request no later than 2 weeks before the child’s 16th birthday or 18th 
birthday, where disabled. 

YES/NO 

REASON FOR REQUEST 

 
 
 
 
 
 

WORKING PATTERN 

(a) Describe your current working pattern (days/hours/times worked) 
 
 
 

(b) Describe the working pattern you would like to work in the future (days/hours/times worked) 
 
 
 

(c) I would like this working pattern to commence on:  (Date) 
 
 

IMPACT OF PROPOSED ARRANGEMENTS 
Describe how you think this change in your working pattern will affect your Department and your 
work colleagues. 
 
 
 

ACCOMMODATING THE PROPOSED WORKING PATTERN 
Describe how you think the effect of this change in your working pattern on the Department and your 
work colleagues can be addressed. 
 
 
 
 

SECTION A -   FLEXIBLE WORKING 
 

Please ensure Summary Sheet (at Page 25) is also completed and included with this section.  
Continuation Sheet available at Page 30 if required. 
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SECTION B -     EMPLOYMENT BREAK 
Please ensure Summary Sheet (at Page 25) is also completed and included with this section 

Continuation Sheet available at Page 30 if required. 

 

ELIGIBILITY    
Please note that applicants must have 12 months continuous service to be eligible to apply. 

Date of appointment to WHSCT:                                                                                                 /       / 

I have worked continuously for the Trust for the last 26 weeks. YES/NO 

Reason for Application: 
 
 
 
 
 
 
 

Duration for Employment Break (minimum 3 months - maximum 5 years) 
 
 

Date Seeking to Commence Break: 
 

Date Returning to Work: 
 
 
 

Further Details:- 
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SECTION C -    JOB SHARE 
Please ensure Summary Sheet (at Page 25) is also completed and included with this section 

Continuation Sheet available at Page 30 if required. 

 

ELIGIBILITY 
Please note only employees who have satisfactorily completed their probationary period are 
eligible to initiate an application to have their post considered for job share. 

Date of Appointment to Service: 
 

    /     / 

Date of Appointment to current post:: 
 

    /     /   

Please state the reason for this application: 
 
 
 
 
 
 

Number of Hours Requested: 
 
 

How would you prefer the hours to be shared? (eg alternative weeks/half days/ half weeks etc) 
 
 

When would you like to commence job sharing? 
(Any job share arrangement would normally come into effect only when agreement has been 
reached and the other job share appointment made) 
 
 
 
 
 

RECRUITMENT PROCESS FOR JOB SHARE PARTNER INITIATED: 
 

Trawled internally: Externally advertised:  
YES/NO 

Job share partner recruited:  Date Job share to 
commence:       /     / 

Name of partner:   
 

Staff Number: 

Copy of application sent to Personnel: 
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SECTION D -    UNPAID LEAVE  
(including unpaid summer leave) 

Please ensure Summary Sheet (at Page 25) is also completed and included with this section 
Continuation Sheet available at Page 30 if required. 

 
REQUEST DETAILS 
Total amount of Unpaid Leave Requested   
Weeks:  
Days: 
 
 
Please note any unpaid leave of 12 weeks or more should be applied for under the Employment 
Break Section 

Preferred Dates:  From:  
 

To: 
 
 

REASON FOR REQUEST 
 
 
 
 
 
 
 
 
 
 
 

If reason for request is to look after a child/children please indicate ages & specify if a child has a 
disability: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Pay to be Spread 
Do you wish your pay to be spread? Applicable only for 4 week blocks to maximum 12 weeks           
YES/NO 
 
 
 
 
 
PLEASE NOTE:  THIS FORM MUST BE RETURNED TO THE TERMS AND CONDITIONS 
DEPARTMENT HUMAN RESCOURCES BY LAST FRIDAY IN FEBRUARY IF PAY IS TO BE 
SPREAD.  LATE APPLICATIONS CANNOT BE PROCESSED 
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CONTINUATION SHEET 
 

Please ensure Summary Sheet (at Page 25) is also completed and included with this section 
 

 
Further Details:- 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


